RECORDS 

Marketing Services, Vice President 


PHILIP MORRIS USA 
RETENTION 


SCHEDULE 

ISSUED 


19 


{retention 

1CATEGORY 
| CODE 

NAME OF RECORD 

f 

RETENTIONS 


[ OFFICIAL 

| IN DEPT. 

IN STORAGE AREA 

TOTAL 

FILE 

LOCATION 

A0956 

AGENCY FILES 

C+l 

2 

C+3 


; B0978 

BRAND FILES 

C+2 

3 

C+5 


B0979 

BUDGET FILES 

C+2 

1 

C+3 


C2190 

CALIFORNIA EXCISE TAX 

C+l 


C+l 


C2191 

CHRONOLOGICAL FILES 

C+l 

1 

C+2 


C2192 

COMMITTEES/ASSOCIATIONS/ 

C+l 

1 

C+2 



MEMBERSHIPS 





C2193 

CONSULTANTS/SUPPLIERS 

C+2 

3 

C+5 


C2194 

CONTRACTS & AGREEMENTS 

TER+1 

4 

TER+5 


C2195 

CORRESPONDENCE 

C+l 

i 

C+2 


€2196 

COUNTRY MUSIC FILES 

C+l 


C+l 


| D0744 

DIRECT MARKETING FILES 

C+l 

2 

C+3 


| E1208 

EVENT FILES 

C+l 

2 

C+3 


(LOCATION 


DEPT. NO. 


SHEET I 

i 

' 



1 of 

ill 


KEY TO RETENTIONS 
ACT * While Active 
H * Current Month 
C * Current Tear 
P « Permanently 
SUP * Until Superseded 
TER * Until Terminated 


AUTHORIZATION: Department Manager:. 

Functional Director:. 
GSt9T9C202 Legal Counsel:. 

(Retention fn years unices otherwise noted] 


_Date: 

Date: 

Date: 


Source: https://www.industrydocuments.uesf.edu/docs/sqlmOOOO 



RECORDS 

Marketing Services, Vice President 


PHILIP MORRIS USA 

RETENTION SCHEDULE 

ISSUED 



N * Current Month 
C * Current Year 
P « Permanently 
SUP * Until Superseded 
TE* * Until Terminated 


Functional Director:. 
Legal Counsel:. 


Retention In years unless otherwise noted] 


Date:. 

Date: 


Source: https://www.industrydocuments.ucsf.edu/docs/sqlmOOOO 

















































































































PHILIP MORRIS USA s 

RECORDS RETENTION SCHEDULE 

Marketing Services, Vice President *» 

ISSUED 19 


RETENTION 

CATEGORY 

CODE 

NAME OF RECORD 

_ . _ ... — .. - .. 

[ RETENTIONS 

OFFICIAL 

FILE 

LOCATION 

IN,DEPT. 

IN STORAGE AREA 

TOTAL 

P1953 

PERSONNEL FILES 

TER 


■■ ..-= 

TER 


P1954 

PLANNING REPORTS 

C+l 


C+l 


P1955 

PRESENTATIONS & SPEECHES 

C+2 

5 

C+7 


P1956 

PRODUCT PROMOTION FILES 

C+2 

2 

C+4 


P1957 

PROMOTION FILES 

C 

1 

C+l 


P1958 

PROMOTION PROGRAMS 

C+l 


C+l 


P1959 

PROPOSALS 

C 


c 


P1960 

PURCHASE ORDERS/REQUISITIONS 

C+l 

2 

C+3 


R0874 

REFERENCE FILES 

C 


C 


R0875 

REPORTS 

C+l 


C+l 


R0876 

RESUMES 

C+l 

1 

C+2 


| S1898 I 

SPECIAL EVENTS 

C+l 

2 t 

C+3 

| 

S1899 |STATUS REPORTS 

C+2 

2 

C+4 


LOCATION 

DEPT. NO. 

SHEET 

3 of 

4 


key to retentions AUTHORIZATION: Department Manager:_Date: 

| . ACT • Uhite Active 

h «current Month __ Functional Director: Date: 

C . Current Ye.r SSfc9T9C208 - 

■ p « penwnentiy Legal Counsel:_Date: 

SUP * Until Superseded 

TER * Until Ttnnlneted [Retention In year* unlee* otherwise noted! 


Source: https://www.industrydocuments.ucsf.edu/docs/sqlmOOOO 





RECORDS 

Marketing Services, Vice President 


PHILIP M0RRI8 USA 

RETENTION SCHE DU L E 


ISSUED 


19 



K « Current Month 
C « Current Yeer 
P * Permanently 
SUP * Until Superseded 
TER « Until Terminated 


9Sfr9T9EZ02 


Functional Director:. 
Legal Counsel:. 

(Rattntion In y««r* uniat* otharufta noted] 


Date: 

Date: 


Source: https://www.industrydocuments.ucsf.edu/docs/sqlmOOOO 



































































PHILIP MORRIS USA 

RECORDS RETENTION SCHEDULE 
Marketing Services, Vice President 

ISSUED 


RETENTION 

NAME OF RECORD 


RETENTIONS 


OFFICIAL 

FILE 

LOCATION 

CATEGORY 

CODE 

j IN DEPT. 

IN STORAGE AREA 

TOTAL 

A0956 

AGENCY FILES 

c+x 

2 

C+3 


B0978 

BRAND FILES 

C+2 

3 

C+5 


B0979 

BUDGET FILES 

C+2 

i 

C+3 


C2190 

CALIFORNIA EXCISE TAX 

C+l 


C+l 


C2191 

CHRONOLOGICAL FILES 

C+l 

1 

C+2 


C2192 

COMMITTEES/ASSOCIATIONS/ 

C+l 

1 

C+2 



MEMBERSHIPS 





C2193 

CONSULTANTS/SUPPLIERS 

C+2 

3 

C+5 


C2194 

CONTRACTS & AGREEMENTS 

TER+1 

4 

TER+5 


C2195 

CORRESPONDENCE 

C+l 

1 

C+2 


C2196 

COUNTRY MUSIC FILES 

C+l 


C+l 


D0744 

DIRECT MARKETING FILES 

C+l 

2 

C+3 


E1208 

EVENT FILES 

C+l 

2 

C+3 


LOCATION 

DEPT. NO. 

SHEET 

1 Of 

• 4 


KEY TO RETENTIONS 
ACT ■ While Active 
H * Current Month 
C « Current Year 
P * Permanently 
SUP * Until Superseded 
TEN * Until Terminated 


AUTHORIZATION: Department Manager:. 

Functional Director:. 
Ast-sraesoz Legal Counsel:. 

[Retention in years uni cat otherufee noted] 


.Date:. 

Date:. 

.Date:. 


Source: https://www.industrydocuments.ucsf.edu/docs/sqlmOOOO 































































































PHILIP MORRIS USA 

RECORDS RETENTION SCHEDULE 
Marketing Services, Vice President 


RETENTION 

CATEGORY 

CODE 


NAME OF RECORD 


IN DEPT. 


ISSUED 
RETENTIONS 
| IN STORAGE AREA II 


TOTAL 


OFFICIAL 

FILE 

LOCATION 


E1209 

EXPENSE STATEMENTS 

C+l 


C+l 

E1210 

EXPENSES 

C+l 


C+l 

F0986 

FIVE YEAR PLAN FILES 

C+l 

2 

C+3 

F0987 

FORMS 

SUP 


SUP 

G0363 

GUIDELINES 

SUP 


SUP 

L0588 

LONG TERM STUDIES 

P 


p 

M1387 

MANUALS 

SUP 


SUP 

M1388 

MARKET RESEARCH FILES 

c 


c 

M1389 

MARKET RESEARCH REPORTS 

0+2 

1 

C+3 

M1390 

MEDIA FILES 

C+l 

2 

C+3 

M1391 | 

MEETINGS 

C+l 


C+! 

M1392 | 

MEMOS 

C+l 


C+l 

M1393 

MERCHANDISING FILES | 

C+2 

3 

C+5 

LOCATION | 

DEPT. NO. i 

SHEET 


KEY TO RETENTIONS 
. ACT * Mill* Actlva 
H • Currant Month 
C ■ Currant Yaar 
P ■ Permnantly 
SUP a until Suparaaded 
TER ■ Until Tarainatad 


AUTHORIZATION: Department Manager:. 

Functional Director:, 
ssmareog Legal Counsel:. 

(Ratantion In yaara unlaaa otheruiaa notacQ 


2 Of 
.Date:. 
Date:. 
.Date:. 


Source: https://www.industrydocuments.ucsf.edu/docs/sqlmOOOO 




PHILIP MORRIS USA 

RECORDS RETENTION SCHEDULE 
Marketing Services, Vice President 

ISSUED 


KEY TO RETENTIONS 
ACT « Uhl l* Active 
H * Current Month 
C * Current Yeer 
P * Permanently 
SUP * Until Superseded 
TER * Until Terminated 


AUTHORIZATION: Department Manager:. 

Functional Director:. 
GS179T9CS02 Legal Counsel:. 

[Retention fn years unless otherwise noted} 


RETENTION 

CATEGORY 

CODE 

NAME OF RECORD 


RETENTIONS 


OFFICIAL 

dtt t? 

IN DEPT. 

IN STORAGE AREA 

TOTAL 

r xlci 

LOCATION 

P1953 

PERSONNEL FILES 

TER 


TER 


P1954 

PLANNING REPORTS 

C+l 


C+l 


P1955 

PRESENTATIONS 6 SPEECHES 

C+2 

5 

C+7 


P1956 

PRODUCT PROMOTION FILES 

C+2 

2 

C+4 


■SHU 

PROMOTION FILES 

C 

i 

C+l 


P1958 

PROMOTION PROGRAMS 

C+l 


C+l 


P1959 

PROPOSALS 

C 


C 


P1960 

PURCHASE ORDERS/REQUISITIONS 

C+l 

2 

C+3 


R0874 

REFERENCE FILES 

c 


C 


BH 

REPORTS 

c+l 


C+l 


R0876 

RESUMES 

C+l 

1 

C+2 


S1898 

SPECIAL EVENTS 

C+l 

2 

C+3 


S1899 

STATUS REPORTS 

C+2 

2 

C+4 


LOCATION 


DEPT. NO. 


SHEET 1 

_ 




3 of 

4| 


.Dates. 

Date;. 

Date: 


Source: https://www.industrydocuments.ucsf.edu/docs/sqlmOOOO 






















































































RECORDS 

Marketing Services, Vice President 


PHILIP MORRIS USA 

RETENTION SCHE DU L E 


ISSUED 


19 



N * Current Month 
C * Current Year 
P « Penaanently 
SUP * Until Superseded 
TER ■ Until Tensinated 


Functional Director:. 
09t>9T9C202 Legal Counsel:. 

[Retention In years unless otherwise noted] 


Date:. 

Date: 



Source: https://www.industrydocuments.ucsf.edu/docs/sqlmOOOO 




































































PHILIP MORRIS USA 

RECORDS RETENTION SCHEDULE 
Marketing, Vice President 

ISSUED 


RETENTION 

CATEGORY 

CODE 


B0976 



NAME OF RECORD 


BRAND FILES 


BUDGET FILES 


CHRONOLOGICAL FILES 


CONFIDENTIAL PACKAGING FILES 


CORPORATE PRODUCTS COMMITTEE 


FILES 


CORRESPONDENCE 


DEPARTMENTAL FILES 


EXPENSE STATEMENTS 


GENERAL FILES 


PERSONNEL FILES 


PRESENTATIONS & SPEECHES 


REFERENCE FILES 


LOCATION 


KEY TO RETENTIONS 
ACT * While Active 
N « Current Month 
C * Current Year 
P * Permanently 
SUP * Until Superseded 
TER * Until Terminated 



AUTHORIZATION: Department Manager:. 


T9t-9T9e202 


Functional Director:. 
Legal Counsel:. 


Date: 


Date: 


.Date: 


(Retention in years unless otherwise noted) 


Source: https://www.industrydocuments.ucsf.edu/docs/sqlmOOOO 














































































































RECORDS 
Marketing/ Vice President 


RETENTION 

CATEGORY 

CODE 


NAME OF RECORD 


R0873 IRESEARCH FILES 


S1896 


S1897 


SALES FILES 


SUBJECT FILES 


LOCATION 


KEY TO RETENTIONS 
ACT « While Active 
N ■ Current Month 
C « Current Yeer 
P ■ Pernenently 
SUP « Until Superceded 
TER * Until Tenelnoted 


PHILIP MORRIS USA 

RETENTION SCHEDULE 

ISSUED 


AUTHORIZATION: Department Manager: 

Functional Director: 
29^9190202 Legal Counsel: 

(Retention In years unleee other*Ice noted) 


| RETENTIONS || 

IN DEPT. 

IN STORAGE AREA 

TOTAL 

C+2 

1 

C+3 

C+l 

2 

C+3 

C+2 

3 

C+5 














- 
















1 

DEPT. NO. 

SHEET 

2 of 


OFFICIAL 

FILE 

LOCATION 


Source: https://www.industrydocuments.ucsf.edu/docs/sqlmOOOO 































































PHILIP MORRIS USA 

RECORDS RETENTION SCHEDULE 


Executive - Strategic Research 
|| RECORD 1 .. 


ISSUED 

RETENTION PERIOD 


19 

(official 


CATEGORY 

RECORD CATEGORY 

|| . 

FIT P 

CODE 


| IN DEPT. 

| IN STORAGE 

| TOTAL 

LOCATION 

B1085 

BOARD OF DIRECTOR FILES 

c 

I . 

1 ° 

j 

C2685 

CALENDARS/DIARIES/DAYTIMERS 

C+l 

L.____ 

C+l 


C2789 

CIGARETTE SALES FILES 

C+3 


C+3 


C2790 

CORRESPONDENCE FILES 

c+l 

2 

C+3 


C2791 

COUNTRY FILES (ARTICLES) 

C+3 

3 

C+6 


D0845 

DEPARTMENT FILES 

C+l 

2 

C+3 


J0236 

JOURNALS 

M+6 

48 

M+54 nm 

iv c n 

M1567 

MANUSCRIPTS 

C+3 

2 

C+5 KtU 

nrtrtr 

N0270 

NEWSLETTERS/PUBLICATIONS 

C 


c SEP 5 

/. tool 

P2351 

POLICIES AND PROCEDURES 

SUP 


sup BILL 

SUPf 

.YimOH 

avisos 

S2217 

SMOKING FILES 

C+l 


PA1 RECORDS 

IAN ACE WEN 1— 

S2218 

STUDIES 

C+10 

5 

C+15 


T0921 

TOPIC FILES 

C+10 

5 

C+15 


REVISED DATE 

DEPARTMENT CODE J 

SHEET 

1 of 

1 

KEY TO RETENTIONS 

AUTHORIZATION: Department Head: &£& 


vvZjff Date: vV 

3W" 


ACT * UMU Activ* 

H * Current Month 
C * Current tear 
p * Permanently 
SUP ■ Until Supcntdtd 
TER ■ Until Terminated 




C9t9T9C202 


Responsible Records 
Management Group: 



Legal Counsel: 

[Retention in year* unless othemlte noted) 


Date: 

Date: 


Source: https://www.industrydocuments.ucsf.edu/docs/sqlmOOOO 



PHk^ MORRIS USA 

RECORDS RETENTION SCHEDULE 
Finance & Administration - Info. Svcs. - Systems Design & Development, Marketing 

ISSUED 19 


RECORD 

CATEGORY 

CODE 

RECORD CATEGORY 

RETENTION PERIOD 

OFFICIAL 

FT! § ' 

IN DEPT. 

IN STORAGE 

TOTAL 

1 11 /Er 

LOCATION 

B0703 

BUDGET REPORTS 

C+l 

2 

C+3 


E0915 

EMPLOYEE/PERSONNEL FILES 

TER 


TER 


S1220 

SALARIED EMPLOYEE HANDBOOK 

SUP 


SUP 


T0585 

TIME & ATTENDANCE REPORTING 

C+l 


C+l 
























































REVISED DATE 

DEPARTMENT CODE 

“sheet 

lof 

1 


KEY TO RETENTIONS 

AUTHORIZATION: 

Department Head: 



Date: 

ACT « While Active 

M * Current Month 

C * Current Year 


Responsible Records 
Management Group: 

Legal Counsel: 



__ Date: 

P « Permanently 

SUP * Until Superseded 




__ Date: 


TER « Until Terminated (Retention in years unless otherwise noted] 


Source: https://www.industrydocuments.ucsf.edu/docs/sqlmOOOO 













RECORDS 
Finance & Administration - Info. Svcs. 


PHL.P MORRIS USA 

RETENTION SC HE D U L E ‘ 

Systems Design & Devel., Mktg. & Corp. Aff., Directorate 

ISSUED 19 


RECORD 
CATEGORY 
CODE 


A0720 


A0721 


A0733 


A0722 


A0723 


RECORD CATEGORY 


RETENTION PERIOD 


IN DEPT. 


ADMINISTRATIVE - 


ADMINISTRATIVE REPORTS 


ADMINISTRATIVE - ASSOCIATIONS, 


MEMBERSHIP, CONFERENCES 


(INTERNAL) 


ADMINISTRATIVE - COMMITTEES/ 


TASK FORCES/MEETINGS 


ADMINISTRATIVE - COMPETITIVE 


INFORMATION 


ADMINISTRATIVE - CONFERENCES 


AND SEMINARS (INTERNAL) 


A0724 


ADMINISTRATIVE - GOALS, 


OBJECTIVES, PLANS, STRATEGY 


REVISED DATE 


C+l 


C+l 


C+l 


c+i 


c+l 


c+l 


INSTORAGE 


DEPARTMENT CODE 


TOTAL 


C+3 


C+l 


OFFICIAL 

FILE 

LOCATION 


C+3 


C+3 


C+3 


C+3 


SHEET 


1 of 


KEY TO RETENTIONS 
ACT * While Active 
M * Current Month 
C * Current Tear 
P * Permanently 
SUP * Until Superseded 
TER * Until Terminated 

S9fr9T9eg02 


AUTHORIZATION: Department Head: 


Responsible Records 
Management Group: 


Legal Counsel: 

{Retention in years unless otherwise noted) 


Date: 

Date: 

Date: 


Source: https://www.industrydocuments.ucsf.edu/docs/sqlmOOOO 






































































PHk*..P MORRIS USA 

RECORDS RETENTION SC HE D U L E 
Finance & Administration - Info. Svcs. - Systems Design & Devel., Mktg. & Corp. Aff., Directorate 

ISSUED 19 


RECORD 
CATEGORY 
CODE 


A0725 


A0726 


A0727 


A0728 


A0729 


RECORD CATEGORY 


ADMINISTRATIVE - GOVERNMENTAL 


REGULATIONS 


ADMINISTRATIVE - IS 


ORGANIZATION 


ADMINISTRATIVE - NEWSPAPERS, 


PUBLICATIONS & REFERENCE 


MATERIALS 


ADMINISTRATIVE - POLICIES, 


PROCUREDURES & GUIDELINES 


ADMINISTRATIVE - PUBLIC 


RELATIONS ACTIVITIES 


REVISED DATE 


RETENTION PERIOD 


IN DEPT. 


IN STORAGE 


SUP 


SUP 


C+l 


SUP 


C+2 


DEPARTMENT CODE 


TOTAL 


SUP 


SUP 


C+3 


SUP 


C+2 


OFFICIAL 

FILE 

LOCATION! 


SHEET 


2 Of 


KEY TO RETENTIONS 
ACT - While Active 
H = Current Month 
C 3 Current Year 
P 3= Permanently 
SUP » Until Superseded 
TER * Until Terminated 

99t9T9CS02 


AUTHORIZATION: Department Head: 

Responsible Records 
Management Group: 


Legal Counsel: 

[Retention in years unles* otherwise noted] 


Date: 

Date: 

Date: 


Source: https://www.industrydocuments.ucsf.edu/docs/sqlmOOOO 




























































RECORDS 
Finance & Administration - Info. Svcs. 


PHI ' > MORRIS USA 

RETENTION SC HE D U L E 

Systems Design & Devel., Mktg. & Corp. Aff., Directorate 

ISSUED 19 


RECORD 

CATEGORY 

CODE 



RECORD CATEGORY 


FINANCE & PROCUREMENT - 


CONTRACTS AND AGREEMENTS 


FINANCE & PROCUREMENT - 


INVOICES 


FINANCE & PROCUREMENT - 


PURCHASE ORDERS 


FINANCE & PROCUREMENT - 


VENDOR INFORMATION 


PERSONNEL - EMPLOYEE 


DEVELOPMENT AND TRAINING 


PERSONNEL - EMPLOYEE 


INFORMATION (GENERAL) 


PERSONNEL - JOB DESCRIPTION 


REVISED DATE 



RETENTION PERIOD 

IN DEPT. 

IN STORAGE 

total | 

TER+12 


TER+12 

• 



C+l 


C+l 




C+l 


C+l 




C+2 


C+2 




C+2 


C+2 




C+2 


C+2 




SUP 


SUP 

DEPARTMENT CODE 

SHEET 

4 of 



KEY TO RETENTIONS 
ACT = While Active 
M s current Month 
C * Current Year 
p x permanently 
SUP 3 Until Superseded 
TER ^ Until Terminated 


AUTHORIZATION: Department Head: 

Responsible Records 
Management Group: 

Legal Counsel: _ 

[Retention in years unless otherwise noted) 


Date: 


<J.9t'9T9Ca0a 


Source: https://www.industrydocuments.ucsf.edu/docs/sqlmOOOO 


























































PHk ^ MORRIS USA 

RECORDS RETENTION SCHEDULE 
Finance & Administration - Info. Svcs. - Systems Design & Devel., Mktg. & Corp. Aff., Directorate 

ISSUED 19 


RECORD 

CATEGORY 

CODE 

RECORD CATEGORY 

RETENTION PERIOD 

$fB 

IN DEPT. 

IN STORAGE 

TOTAL 

P16G5 

PERSONNEL - PERSONNEL 

C+2 


C+2 



DEPARTMENT CORRESPONDENCE 

• 




P1606 

PERSONNEL - SAFETY/MEDICAL 

C+2 


C+2 


| 

SYSTEMS MANAGEMENT - BUSINESS 

C+l 

2 

C+3 


| 

ARA SUPPORT - CORPORATE 






AFFAIRS 





S1224 

SYSTEMS MANAGEMENT - BUSINESS 

C+l 

2 

C+3 



AREA SUPPORT - GENERAL FOODS 






SYSTEMS MANAGEMENT - BUSINESS 

C+l 

2 

C+3 


■Mill 

AREA SUPPORT - MARKETING 





S1226 

SYSTEMS MANAGEMENT - BUSINESS 

C+l 

2 

C+3 



AREA SUPPORT - SALES 





S1227 

SYSTEMS MANAGEMENT - PROJECTS 

TER 

5 

TER+5 


REVISED DATE 

DEPARTMENT CODE 

SHEET 

5 of 5 


KEY TO RETENTIONS 

AUTHORIZATION: 

Department Head: 


Date: 

ACT « WMle Active 

M * Current Month 

C * Current Year 


Responsible Records 
Management Group: _ 


Date: 

f> at Permanently 

SUP * Until Superteded 


Legal Counsel: 


Date: 


TER * Until Terminated (Retention in years unless otherwise notedl 

89t>9T9C20a 


Source: https://www.industrydocuments.ucsf.edu/docs/sqlmOOOO 





























































Htjnton & Williams 


ATLANTA, GEORGIA 
BRUSSELS, BELGIUM 
FAIRFAX, VIRGINIA 
KNOXVILLE, TENNESSEE 


Suite 1400 

One Hannover Square 
Fayetteville Street Mall 
P. O. Box 109; 

Haleigs, North Caholina 27602 
Telephone <9i9> 399-3000 
Facsimile (£J9> 333-6352 


NEW YORK, NEW YORK 
NORFOLK, VIRGINIA 
RICHMOND, VIRGINIA 
WASHINGTON, 0. C. 


65000001006 

direct dial: 919*899-3061 


August 8, 1991 

PRIVILEGED AND CONFIDENTIAL 


Mr. William F. Lynch, m 
Supervisor, Records Management 
Philip Morris Management Corp. 

120 Park Avenue, 17th floor 
New York, New York 10017 

Deletion of Records Retention Schedules 


Dear Bill: 

I have been advised by Gladys Torres in Business Planning that the following two 
Philip Morris U.S.A. records retention schedules should be deleted: "Finance & 
Administration —Finance & Planning, Directorate" and "Finance & Administration — 
Finance & Planning — Business Planning & Analysis.” As these departments have 
undergone reorganizations, their retention schedules and the record category codes found 
thereon are thus no longer in effect. 


Please note that once the position of Director of Business Planning is rilled, a 
retention schedule will need to be developed for this department’s records. 

If you have any questions, please do not hesitate to contact me. 



Source: https://www.industrydocuments.ucsf.edu/docs/sqlmOOOO 


2033616469 



PHI ? MORRIS USA 

RECORDS RETENTION SC HE D U L E 
Finance & Administration — Info- Svcs- *** Systems Design & Devel- # Mktg- & Corp* Aff-/ Directorate 

ISSUED 19 


RECORD 

CATEGORY 

CODE 

RECORD CATEGORY 

RETENTION PERIOD 

OFFICIAL 

FILE 

LOCATION 

IN DEPT. 

IN STORAGE 

TOTAL 

A0730 

ADMINISTRATIVE - SPEECHES/ 

C+2 

3 

C+5 



PRESENTATIONS/INDUSTRY 






SURVEY 





A0732 

ADMINISTRATIVE - VENDOR 

C+2 

3 

C+5 



PREPARED DOCUMENTS (STUDIES, 






REPORTS) 





A0731 

ADMINISTRATIVE - VISITS/TOURS/ 

C+l 

2 

C+3 



TRIP REPORTS 





F0643 

FINANCE & PROCUREMENT - 

C+l 


C+l 



APPROPRIATION/CLOSED JOB 






ORDERS/CAPITAL FORECAST 





F0644 

FINANCE & PROCUREMENT - 

C+2 

1 

C+3 



BUDGETS/EXPENSES 





REVISED DA 

TE 

DEPARTMENT CODE 

SHEET 

3 of 5 


KEY TO RETENTIONS 
ACT * While Active 
K * Current Month 
C • Current Year 
P * Permanently 
SUP * Until Superseded 
TER * Until Terminated 

0&&9T9C202 


AUTHORIZATION: Department Head: ___ Date: 

Responsible Records 

Management Group: ___Date: 

Legal Counsel: ___ Date: 

[Retention in years unless otherwise noted] 


Source: https://www.industrydocuments.ucsf.edu/docs/sqlmOOOO 




















































